
 OFFICE OF FINANCIAL AND INSURANCE REGULATION 
 JOB VACANCY NOTICE 
 
CLASS/LEVEL:   

 
State Bureau Administrator 18 

 
DIVISION/SECTION: 

 
Office of the Commissioner 

 
DEADLINE TO RESPOND: 

 
5/16/08 

 
~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~
INTERESTED APPLICANTS SHOULD SUBMIT A COPY OF COLLEGE TRANSCRIPTS 
(INTERNET BASED TRANSCRIPTS WILL NOT BE ACCEPTED), RESUME, 
DLEG APPLICATION AND COVER LETTER TO DLEG, OFFICE OF FINANCIAL AND 
INSURANCE REGULATION, HUMAN RESOURCES/BUDGET DIVISION/OFIS 08-27, P.O. BOX 
30220, LANSING, MICHIGAN 48909 OR FAX TO (517) 335-1450 BY THE DEADLINE DATE.

 
 
COUNTY/LOCATION 

 
Ingham/Lansing 

 
PAY RANGE 

 
$88,131-$117,2979/annual 

 
DESCRIPTION OF POSITION 

 
The position is responsible for directing the operations of the 
bureau in meeting statutory requirements for the regulation of 
Blue Cross Blue Shield, HMOS, banks, domestic insurance 
companies, credit unions, foreign insurance companies, 
investment advisers, securities broker-dealers, consumer finance 
lenders, insurance agents and securities agents within Michigan 
and to oversee the development and implementation of bureau 
regulatory policy. 

 
EDUCATION 

 
Possession of a bachelor's degree in any major.  Background in 
business, insurance, health care, banking or finance preferred. 

 
EXPERIENCE 

 
Two years of professional managerial experience with the 
financial services or health care industries. 

 
SPECIAL REQUIREMENTS 

 
      
Posting No.: OFIS 08-27 

Address: 

DLEG, Office of Financial & Insurance 
Regulation, Human Resources/Budget 
Division/OFIS08-27, P. O. Box 30220, 
Lansing, MI  48909 

E-Mail Address:       

 
RESPOND TO 

Fax: (517) 335-1450 
 

The State of Michigan is an Equal Opportunity Employer 
Civil Service Rule 1-7 states: All persons offered employment in the classified service are required to submit to 

and pass a pre-employment drug test as a condition of employment 
 

This is an announcement of a position vacancy and does not constitute an offer of 
employment. 
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CS-214 
REV 5/2003 

  1. Position Code 

    
 State of Michigan 

Department of Civil Service 
Capitol Commons Center, P.O. Box 30002 

Lansing, MI 48909 

 

Federal privacy laws and/or state 
confidentiality requirements protect 
a portion of this information. 

PPOO SSII TTIIOONN  DDEESSCCRRII PPTTIIOO NN  
 

 

This form is to be completed by the person that occupies the position being described and reviewed by the 
supervisor and appointing authority to ensure its accuracy.  It is important that each of the parties sign and 
date the form.  If the position is vacant, the supervisor and appointing authority should complete the form. 

This form will serve as the official classification document of record for this position.  Please take the time to 
complete this form as accurately as you can since the information in this form is used to determine the proper 
classification of the position.  THE SUPERVISOR AND/OR APPOINTING AUTHORITY SHOULD 
COMPLETE THIS PAGE. 

 2. Employee’s Name (Last, First, M.I.) 

      
 8. Department/Agency 

Labor And Economic Growth 

 3. Employee Identification Number 

      
 9. Bureau (Institution, Board, or Commission) 

Office Of Financial And Insurance Services 

 4. Civil Service Classification of Position 

State Bureau Administrator 18 
 10. Division 

Office Of The Commissioner 

 5. Working Title of Position (What the agency titles the 
position) 

Chief Deputy Commissioner 

 11. Section 

      

 6. Name and Classification of Direct Supervisor 

Ken Ross, Commissioner, Unclassified 
 12. Unit 

      

 7. Name and Classification of Next Higher Level Supervisor 

Keith W. Cooley, Director, Dleg 
 13. Work Location (City and Address)/Hours of Work 

611 W. Ottawa, Lansing, Mi  48909  
8:00 A.M. - 5:00 P.M Monday Thru Friday

 14. General Summary of Function/Purpose of Position 

Perform as deputy bureau director and Chief Deputy Commissioner responsible for directing the operations of the bureau to 
ensure the bureau mission, goals and objectives are met; oversee the development and implementation of bureau regulatory 
policy; provide technical support to the Commissioner; and act for and on behalf of the Commissioner in his absence. 

For Civil Service Use Only 
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15. Please describe your assigned duties, percent of time spent performing each duty, and explain what is done 
to complete each duty. 

  List your duties in the order of importance, from most important to least important.  The total percentage 
of all duties performed must equal 100 percent. 

Duty 1 
General Summary of Duty 1 % of Time  70  
Oversee the administration of the bureau with responsibility for the development and implementation of all bureau programs. 

Individual tasks related to the duty. 
• Direct and supervise the deputy commissioners of the Bank & Trust Division, Credit Union Division, Enterprise Monitoring 

Division, Supervisory Affairs Division, Mortgage Examinations & Investigations Division, Regulatory Compliance Division, 
Health Plans Division, Policy Division, Office of General Counsel and Consumer Services Division. 

• Oversee the development and implementation of annual operational plans and regulatory programs. 
• Monitor program achievements to 1) assess operational effectiveness, 2) ensure projected goals and objectives are met and 3) 

identify and oversee resolutions in areas that require improvement. 
• Act on behalf of the Commissioner in his absence. 

Duty 2 
General Summary of Duty 2 % of Time  15  
Oversee the supervision and examination of state-chartered depository financial institutions, regulated non-depository lenders, 
insurance companies, agents, HMOs, Blue Cross Blue Shield and securities entities. 

Individual tasks related to the duty. 
• Ensure that all applications for state chartered/licensed financial services entities presented to Commissioner have the 

appropriate analysis to support the recommendation to approve or deny. 
• Ensure that all regulated financial service entities are examined or audited in accordance with state and federal statutes. 
• Oversee the coordination of multi-state examinations of bank holding companies and insurance companies with other state 

and federal regulatory authorities. 
• Ensure that the Commissioner is kept informed of problem regulated financial servicies entities and status of corrective 

actions. 
• Oversee the development and implementation of  regulatory statutes, particularly laws that affect interstate and foreign 

banking and the Michigan financial services industry. 
• Conduct, chair and/or participate in conferences, panels, committees, etc. involved with the development of rules, regulations, 

policies, etc. affecting regulated financial institutions. 
• Oversee the coordination of bureau regulatory activities with the Governor's Office, FDIC, FRB, NCUA, OCC, NAIC, SEC, 

CPAs, attorneys and various trade associations. 
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Duty 3 
General Summary of Duty 3 % of Time  15  
Technical support to the Commissioner 

Individual tasks related to the duty. 
• Provide technical assistance to the Commissioner on all matters relating to regulated entities under the OFIS umbrella. 
• Oversee the recruiting, hiring and promotion and staff training in accordance with EO policies and practices. 
• Represent the Commissioner/Bureau at various state and national conferences/committees/panels. 
• Advise the Commissioner on the effectiveness and or concerns regarding bureau operations, staffing, budget, policy, etc. 
• Represent the bureau as a guest lecturer and instructor at various colleges/universities, trade associations, etc. on topics 

relating to banking, finance, insurance, securities, finance, consumer protection, financial services, etc. 

Duty 4 
General Summary of Duty 4 % of Time      
      

Individual tasks related to the duty. 
•       
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Duty 5 
General Summary of Duty 5 % of Time      
      

Individual tasks related to the duty. 
•       

Duty 6 
General Summary of Duty 6 % of Time      
      

Individual tasks related to the duty. 
•       
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 16. Describe the types of decisions you make independently in your position and tell who and/or what is affected by those decisions.  
Use additional sheets, if necessary. 

Policy decisions/positions that have a material impact on regulated financial services entities.  Includes decisions on rules, 
enforcement actions, chartering and licensing applications and examination and audit methods. 

 17. Describe the types of decisions that require your supervisor’s review. 

On occasion, a decision to deny an application for a new financial services entity, taking action to close an insolvent financial 
services entity or issuing cease and desist orders. 

 18. What kind of physical effort do you use in your position?  What environmental conditions are you physically exposed to in your 
position?  Indicate the amount of time and intensity of each activity and condition.  Refer to instructions on page 2. 

Job is performed primarily in an office setting unless travel is required.  Must be able to use a telephone, monitor and 
keyboard. 

 19. List the names and classification titles of classified employees whom you immediately supervise or oversee on a full-time, on-going 
basis.  (If more than 10, list only classification titles and the number of employees in each classification.) 

NAME CLASS TITLE NAME CLASS TITLE 

Nancy Hill Executive Secretary 10 Roger Little State Division Admin. 17 

Joyce Karr State Division Admin. 17 Vacant State Division Admin. 17 

Peggy Bryson State Division Admin. 17 Vacant State Division Admin. 17 

Judith Weaver State Division Admin. 17 Joan Moiles State Division Admin. 17 

John Schoonmaker Admin. Law Manager 17 Vacant State Division Admin. 17 

Barbara Strefling State Division Admin. 17 Catherine Kirby State Division Admin. 17 

 20. My responsibility for the above-listed employees includes the following (check as many as apply): 

 Complete and sign service ratings.  Assign work. 

 Provide formal written counseling.  Approve work. 

 Approve leave requests.  Review work. 

 Approve time and attendance.  Provide guidance on work methods. 

 Orally reprimand.  Train employees in the work. 

 21. I certify that the above answers are my own and are accurate and complete. 

       
 Signature   Date 

NOTE:  Make a copy of this form for your records. 
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TO BE COMPLETED BY DIRECT SUPERVISOR 
 22. Do you agree with the responses from the employee for Items 1 through 20?  If not, which items do you disagree with and why? 

Yes. 

 23. What are the essential duties of this position? 

Administer the operations of the bureau.  Oversee the regulation, supervision and examination of state chartered/licensed 
financial institutions, insurance entities, securities entities and consumer finance entities.  Provide technical assistance to the 
Commissioner in all matters related to regulated financial service entities.  Act on behalf of the Commissioner in his/her 
absence. 

 24. Indicate specifically how the position’s duties and responsibilities have changed since the position was last reviewed. 

New position. 

 25. What is the function of the work area and how does this position fit into that function? 

The commissioner is responsible for setting regulatory policy relative to the business of financial service entities in Michigan 
and for providing management support to office staff and enforcement of laws and regulations pertaining to financial services 
companies. 
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 26. In your opinion, what are the minimum education and experience qualifications needed to perform the essential functions of this 
position. 

EDUCATION: 

Possession of a bachelor's degree in any major.  Background in business, insurance, health care, banking or finance preferred. 

EXPERIENCE: 

Two years of professional managerial experience with the financial services or health care industries. 

KNOWLEDGE, SKILLS, AND ABILITIES: 

- Thorough knowledge of senior executive management principles and techniques; financial planning and management; labor 
relations, EO and Civil Service rules. 
- Considerable knowledge of program development, implementing and evaluating effectivess; state and federal regulatory 
states; state government operations and functions; coordinating other state and federal regulatory authorities. 
- Ability to analyze and interpret report information to make administrative decisions and resolve complex issues/problems; 
management staff to achieve bureau goals and objectives; act independently in making decisions and judgments particularly 
that have negative impact. 

CERTIFICATES, LICENSES, REGISTRATIONS: 

      

NOTE:  Civil Service approval of this position does not constitute agreement with or acceptance of the desirable qualifications for this position. 

 27. I certify that the information presented in this position description provides a complete and accurate depiction 
of the duties and responsibilities assigned to this position.

       
 Supervisor’s Signature   Date 

TO BE FILLED OUT BY APPOINTING AUTHORITY 
 28. Indicate any exceptions or additions to the statements of the employee(s) or supervisor. 

      

29. I certify that the entries on these pages are accurate and complete. 

       
 Appointing Authority’s Signature   Date 

 


